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ﬁl , Chlef, Services Division ' 2 ¥erch 1850
Aoting Chief, Audit Group

~ Proposed Procsdure for Establishipg Aceountability for Housekeeping
Equipment and Hand Tools in the | 25X1A6A

STATINTL

1. Records will be esteblished and maintained in the | 25X 1A8A
25X1 [ | | |48, for housekeeping equipment and hand tools in

the foliowing menner;

&e Reocelpts,

(1) An inventory of all housekeeping equipment and hand
25X1A6A tools presently on hand will be conducted by personnel within
| the | The inventory will indicste nomen=
clature, unlt of issue, and quantity of each item listed
thereon. Upon sompletion, the inventory will be Forwarded to
25X1A8A the| | who will in turn prepare a Supply
Record Card, Form No. 36-25-A, for each item listed thereon,
indicating nomenclature, and unit of issue. Vouchsr HNo.
"INV DV-1" will be assigned to ssid inventory and items
lieted thereon posted to the appropriate Supply Kecord Cards.

(2) Doouments indicating receipt of sdditionsl house-
keeping items and hand tools will be assigned debit voucher
numbers, and items listed thereon will be posted sz debits to
the appropriate Supply Record Card, after whioch voucher will
be filed numerically in a Voucher File.

be Issue of Housekeepiny Items:

l 25X1A8A
(1) Issues of housekeeping items will bs made by the

25X1 | |and will be recorded on the "Daily Issue
sagord” which will indicete: Date, nomenelature of item, unit
of issue, quantity issued, and initials of the receliving
& individual.
25X1 (2) Form No. 36-7 will be preparsd bi-monthly inm

adruplicate indiceting a sonsclidated total of all items
ssued on the "Daily Issue Record". The number of the first
nd last page of the "Daily Iseue Record" considered will be
fleoted on the Form No. 36«7, '

{3) One oopy of Form No. 36=7, listing the oonsolidated

totals of housekeeping items will be assigned a credit voucher
number and items listed thereon will be posted to the appropriste
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Porm No. 38-25~4, Supply Record Curd. The origimal and two

oopies of Form No. 36-7 will be forwarded to the[ | STATINTL
i |£or replenishment purposes,

(¢) Afver posting has besn sceomplished, all related
pages of the "Daily Issue Record” will be attached to the
consclidated Form ¥o. 36«7 and filed mumerically in the
Voucher Pile.

o Issue of Hand Tools:

(1) 1Issuss of hand toole such ss hammers, saws, mail
pullers, shovels, etc., will not be recorded on the "Daily
Issue Record™ but will be issued to the using individual on
Form No. 36~66, Memorandum Receipt, whiech will reflects Date
of issue, nomenoleture of item or items iszsued, quantity of
esach ltem issued end signature of receiving individual.

(2) Porm No. 36-06, Memoranduam Receipt will be main-
tained 1n alphebetisal order by name of receiving imdividual.
waantity of items on Memorandum Reoeipt plus guantity in stook
will equal the quantity reflectsd in the "Balance™ column of
Form Ho. 38-26-A at all times.

{3) In the event of partiml return of items charged to
& Form Ho., 56-66 by the uwsimg individual, said items will be
lined out ard initisled by the| |and Porm
Hoe 568-€8 roturned to file.

{4) In the event of oomplete return of items charged to
Form No. 56-66 by the using individuel, s line will be drawn
through all items listed thereon and th] | 25X1A8A
will sign in the spasce provided in the lower right hand corper
of said form.

(6) Hand tools returned by using individusls will either
be reissued ms ocutlined in paragraph o (1) above or returned
to stook.

d. Disposition of Unservicesbls Eand Tools:

(1) Hend tools whish become unservisesbls th r 25X 1A8A
wekr &nd tear will be returned to the by
the using individuel in order that the &pproprists oredit sntry
may bs mede om the Porm No. 36+88, Memorsandum Heoeipt, consernsd.

{2) Hend tools whioh bsoome unserviceabls through fault
or negleot will be surveyed by the responsible individusl using
Form No. 36-18, Survey Report.
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25X1A8A (3) Qhel till be responsible for
determining unservigeablility of &ll hand tools
returned by using individusls in order that proper action may
be taken in the svent that same was & result of fsult or
neglect,

25X1A8A (4) The| will dispose of unservicesable

hand tools, returned by using individuals, in mocordance with
csurrent regulations and meke eppropriate oradit emtries on the
Form Noe 36-25-A conosrned.

e. Audit: Records msintained by the | 25X1A8A
a8 outlined avove will be subjeot to mudit by the Audit Oroup,
Services Division.
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